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¢ Exercise 1:
Asset Management - Search for an Asset

Start Exercise Step 1.

Navigate to the following menu path:

Asset Management >> Search for an Asset

Expected Results: Search for an Asset page displays.

Search for an Asset

~ Asset Search Criteria

Unit: 00050 & Book: Q Parent ID: Q
Category: Q Location: Q Group ID:
Asset ID: Asset Status: [N Senice bl Impairment Processing: b
Tag Number: Profile ID: Q Hazardous Asset
Senal ID: Additional Search Criteria Chartfield Search Criteria
Acquisition Details
PO Unit: Q ReceiptUnit: @ APUNE  Q PCBus Uit @
PO No.: Receipt No: Voucher: Project ID: Q
Cost Information Acquisition Information Location Non Capital Asset Custodian Lease Hint
AMSCO1 S tep 2.

Enter or Select the following information:

Business Unit: 00050
Book: STATE
Category: 501

Expected Results: Correct data entry.

Search for an Asset

~ Asset Search Criteria

Unit: 00050 & Book: STATE Q Parent ID: Q
Category: 501 @ Location: Q Group ID:
Asset ID: Asset Status:  In Senvice v Impairment Processing: b
Tag Number: Profile ID: Q Hazardous Asset
Serial ID: Additional Search Criteria Charifield Search Criteria
[Acquisition Details
PO Unit: Q ReceiptUnit.  Q APUNE Q@ PCBusUnit Q@
PO No.: Receipt No: Voucher: Project ID: Q

Cost Information Acquisition Information Location Non Capital Asset Custodian Lease Hi

AMSCO02
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Step 3.

Click Search |

Expected Results: Search for an Asset results page displays.

ENCOMPASS | Workshop: Asset Mangement

Search Results - Select One Asset to Continue
Asset Information Asset Cost Information A
Unit Asset ID Description Asset Type Asset Subtype Number Serial ID Status
) 00050 000000000303 Office Equipment Equipment 050009 In Service
@ 00050 000000000317 MOWER Equipment In Service
) 00050 000000000318 GRADER Equipment JEN12345 In Service
@ 00050 000000000319 SPEEDMETER Equipment In Service
() 00050 000000000320 Binding Machine Equipment JEN12345 In Semvice
@ 00050 Q00000000346 TELEPHONE Facility In Service
) 00050 000000000351 PAINTING EQUIPMENT Equipment AODS111 In Service
@ 00050 000000000352 PRINTING EQUIPMENT Equipment AODS112 In Service
) 00050 000000000356 Printing Equipment Equipment 050405999 In Semvice
© 00050 000000000357 printing equipment Equipment 050A0S5990 In Service
AMSCO03
Step 4.
Click K to display all fields.
Expected Results: Fields displayed.
Unit Asset ID Description AssetType  Asset Subtype F—“;‘nber Serial ID Status OperUnit Fund  Dept Program Class  Bud Ref P
© 00050 03 Office 050009 In Service 10020  000TND 10000 F674 2008
@ 00050 000000000317 MOWER Equipment In Service 10050 007001 12000 2008
@ 00050 000000000318 GRADER Equipment JEN12345 In Service 10050 007002 12000 2008
@ 00050 000000000319 SPEEDMETER Equipment In Service 10050 007003 12000 2008
@ 00050 000000000320 Binding Machine Equipment JEN12345 In Service 10210 007001 11000 2008
@ 00050 000000000346 TELEPHONE Facility In Service
© 00050 000000000351 PAINTING EQUIPMENT Equipment AOS111 In Service 10020 00OTND 10000 2008
@ 00050 000000000352 PRINTING EQUIPMENT Equipment AOS112 In Service 10020 000TND 10000 2008
© 00050 56 Printing 050A0S5999 In Service
@ 00050 000000000357 printing equipment Equipment 050A05990 In Service
AMSC04

Exclusively for use by the State of Indiana

Issue Date: 01/09/2008

ENTAP Training




ENTAP Training

Step 5.
Choose Asset ID 000000000303 (9 zeros) by clicking on radio button

In the Drill-Down To field, select Asset Accounting Entries.

Expected Results: Correct data entry.
Search I Clear

Search Results - Select One Asset to Continue
A==

Drill-Down To: Asset Accounting Entries » GO!

Unit Asset ID Description

Taq -
ype  Asset Subtype Serial ID Status
Asset T Asset Sub Number Serial ID Status
@ 00050 000000000303 Office Equipment Equipment 050009 In Senvice
AMSCO05

Step 6.

Click El .

Expected Results: Another window opens with the Accounting

Lines page.

/ ust Y Detail 3
Unit: 00050

AssetlD: 000000000303 Office Equipment

Tag: 050009 In Semvice

Find | ! First I"

1 of1 = Last
Book Name: STATE

State of Indiana Master Book

Base Currency: USD

Accounting Lines

Customize | Find | \ First

1-2 of 2 L7 Last
Acctq Date Trans Type Account Alternate Account Amount Detail
1 10/22/2007 ADD 155501 -100,000.000 Detail
2 10/22/2007 ADD 155501 100,000.000 Detail
AMSCO06
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ENCOMPASS | Workshop: Asset Mangement

Step 7.

Close window.

In the Drill-Down To field, select Asset Depreciation.

Expected Results: Another window opens with the Asset
Information page.

[ Asset '\ Depreciation | Period Depreciation |

Unit: 00050  AssetlD: (00000000303  Office Equipment Status: In Senvice
Asset Information

Profile 1D: 50199 Office Equipment - Miscellane

Asset Class: 50199

Tag Number: 050009

Acquisition Code: P

Acquisition Date: 1012212007

4

=1

stomize | Finc First 1 1 of 1 LM Last

Book Description Currency Method Convention

| 1|STATE  |State of Indiana Master Book \usD |Straight Line |Fu

AMSCO07

Step 8.

Click (_Deprediation

Expected Results: Depreciation page displays.

| Asset D iation ' Period Depreciation

Unit 00050 AssetiD: 000000000303 Office Equipment Status: In Senvice

Book Name:  STATE State of Indiana Master Book Currency:  USD

*+ Depreciation Attributes

Cost 100,000.000 As OfFiscal Year: 2008 ¥  Period: 6

Salvage Value: 0.000

Accum r 5555560

De : Calculate NBY

Net Book Value: 94 444 440
Yearly Depreciation Customize | Eind | View Al | ]
Year  Depreciation Amt Oper Unit Fund Dept Program Class Bud Ref Product Project Incident Locality
2008 22,222.220 10020 000TND 10000 F674 2008

2009 33,333.330 10020 000TND 10000 F674 2008

2010 33,333.340 10020 000TND 10000 F674 2008
2011 11,111.110 10020 000TND 10000 F674 2008

AMSCO08
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Step 9.

Close window.

Click | Period Depreciation '

Expected Results: Period Depreciation page displays.

[ Asset Y Di iation )~ Period Depreciation

Unit: 00050 AssetiD: 000000000303  Office Equipment Status: In Senvice
Book Find |
Book Name: STATE State of Indiana Master Book Currency:  USD
Get Period Depreciation
Expense Accum Year: 2008 ~ Get Period Depr

Depr. Accum Adjustment

Period Depreciation Customize | Find |
Year Period g:és Depreciation Amount Oper Unit Fund Dept Program Class Bud Ref Product Project Incident Loca|
2008 5 DPR 2777.780 10020 000TND 10000 F674 2008
2008 6 DPR 2777.780 10020 000TND 10000 F674 2008
2008 7 DPR 2777780 10020 000TND 10000 F674 2008
2008 8 DPR 2777.780 10020 000TND 10000 F674 2008
2008 9 DPR 2777.780 10020 000TND 10000 F674 2008
2008 10 DPR 2777.780 10020 000TND 10000 F674 2008
2008 11 DPR 2777.780 10020 000TND 10000 F&74 2008
2008 12 DPR 2777.760 10020 000TND 10000 FE74 2008
AMSC09

Step 10.

Close window.
Click on other drill downs to see other features of this inquiry.

Expected Results: Additional drill downs used.

Exercise complete.
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Exercise 2:
Asset Management - Depreciation Activity

Step 1.

Navigate to the following menu path:
Asset Management >> Financial Reports >> Cost and Depreciation >>

Depreciation Activity >> Add a New Value

Expected Results: Add a New Value page displays.

Depreciation Activity

{ Find an Existing Value ¥ Add a New Value

Run Control ID:

Add

AMSC10
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Step 2.

Enter the following information:

Inquiry Name: “Your initials”_DEPR_ACTIVITY (e.g. LMS_DEPR _
ACTIVITY)

Click LI.

Expected Results: Report Request parameters page displays.

Run Control ID: | MS_DEPR_ACTIVITY Report Manager  Process Monitor __un |

Language: English

+ Report Print Options
Report Request Parameters

Unit: Q — — o
Book Name: Q Opsraling T n
Fund Code: a
From Fiscal Year: Periot: | | | pepartment: N
ThruFiscalYear: | Perod: | program: N
Class Field: Q
@ Detail © Summary Budget Reference: Q
Product: Q
Project: Q
Incident: Q
Locality: Q

AMSC11 Step 3.

Click n next to Report Print Options to open up that section of the
document

Expected Results: Report Print Options section displays.

¥ Report Print Options

ENTAP Training

Report By: - Title Override:
Template Id: v UpdatelAddTemplate AmountLength:
AMSC12
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ENCOMPASS | Workshop: Asset Mangement

Step 4.

Click Update/Add Template to add a new template which is a
required field.

Expected Results: Report Format Template page displays.

Report Format Template

Report ID: AMDP2000

Template Id: Add Temﬂlate

. Field |Display . Include in Print
Field Name Order |Length Label Override Report subtotals
[ ]
AMSC13
Step 5.

Exclusively for use by the State of Indiana
Issue Date: 01/09/2008

Enter or Select the following information:

Template ID: Depreciation

Expected Results: Correct data entry.
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Step 6.

Click Add Template to add the new template.

Expected Results: Report Format Template created.

Report Format Template
Report 1D: AMDPZ000
Template Id: |DEPREG|_¢.T|0N Delete Template
e 0o | e | P
Operating Unit BER Oper Uni
Fund Code 4| s Fund
Department 5 |10 Dept
Program 8| |[ s Progr
Class Field 7| 5 |cClass
Budget Reference 8| 8 Bud Ref
Product [ al |[ ] Produc
Project 11] |15 Project
Incident 19 | 10 Incident
Locality 20 | 10 | Locaiity
Asset Category @9 | 5 Categ
AMSC14
Step 7.

ENTAP Training

Click OK .

Expected Results: Report Request parameter page displays.
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Step 8.

ENCOMPASS

Workshop: Asset Mangement

Enter or Select the following information:

Report By:
Unit:
Book Name:

Fund Code
00050
State

From Fiscal Year: 2008

Period:

1

Thru Fiscal Year: 2008

Period:

6

Expected Results: Correct data entry.

Run Control ID:  LMS_DEPR_ACTIVITY Report Manager Process Monitor Run
Language: English
- Report Print Options
Report By:  Fund Code A Title Override:
Template ld: DEPRECIATION  ~+ Update/Add Template Amount Length:
Report Request Parameters
Unit: 00050 Q@ Category: Q
Book Name: STATE Q Operating Unit: e}
Fiscal Year/Period Range Fund Code: Q,
From Fiscal Year: 2008 Period: 1 Department: Q
Thru Fiscal Year: 2008 Period: 6 Program: Q
Class Field: Q
Type of Report
@ Detad P —— Budget Reference: Q
Product: Q
Project: Q
Incident: QL
Locality: a
AMSC15
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Step 9.

Click Run .

Expected Results: Process Scheduler Request page displays.

Process Scheduler Request

Run Control ID: LMS_DEPR_ACTIVITY

Select Description

User ID: APUSERGS

Server Name: ! Run Date: 01/04/2008 EJ

Recurrence: ¥ Run Time: 12:05:05PM Resetto Current Date/Time |
Q

Time Zone:
Type “Format Distribution

Process Name Process Type

Depreciation Activity Detail AMDP2000 S0OR Report Web - PDF w Distribution
AMSC16
Step 10.

Click OK .

Expected Results: Depreciation Activity Report page displays.

Step 11.

Click Erocess Monitor ., process running.

Expected Results: Process Monitor page displays.

[ Process List ' SenerList

UserID: APUSERGS QL Type:

Server: v Name:

Run + Distribution

Status: Status
Process List

Select Instance Seq. Process Type

[] 3348058 SQR Report

View Process Request For

v Last: K Days ~ Refresh

@, Instance: to
¢ Save On Refresh

mize | Find First 81 12 of 2 LZ L ast

Process  yger Run Control ID Run Date/Time Run Status 2S00 petaits

AMDP2000 APUSERG8 LMS_DEPR_ACTIVITY  01/04/2008 12:05:05PM IND ~ Success Posted Details

AMSC17
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ENCOMPASS | Workshop: Asset Mangement

Step 12.

When Run Status is Success and Distribution Status is Posted, report
can be viewed.

Click Details .

Expected Results: Process Detail page displays.

Process Detail

Instance: 3348058 Type: SR Report
Name: AMDP2000 Description: Depreciation Activity Detail
Run Status:  Success Distribution Status: Posted
Run  [Mupdate Process
Run Control ID: LMS_DEFPR_ACTIVITY Hold Request
Location: Server Queue Request
Server: PaNT Cancel Request
) Delete Request
HECR Restart Request
Actions
Request Created On: 01/04/2008 12:06:09PM IND Parameters Transfer
Run Anytime After:  01/04/2008 12:05:05PM IND Message Log
Began Process At 01/04/2008 12:06:27PM IND Batch Timings
Ended Process AL 01/04/2008 12:06:42PM IND View LogiTrace
Ok Cancel
AMSC18
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Step 13.

Click View Log/Trace

Expected Results: View Log/Trace page displays.

View Log/Trace

]

Report 1D: 1762121 Process Instance: 3348058 Message Log
Name: AMDP2000 Process Type: S0OR Report

Run Status: Success

Depreciation Activity Detail
Distribution Details
Distribution Node: HTTP Expiration Date: 011172008
File List
Name File Size (bytes) Datetime Created
AMDP2000 3343058 PDF 48,314 01/04/2008 12:06:42 327 000FM IND
AMDP2000 3348058 out 252 01/04/2008 12:06:42.327000PM IND
SOR AMDP2000 3343058.10g 1,624 071/04/2008 12:06:42. 327000PM IND
Distribute To
Distribution ID Type *Distribution 1D
User APUSERGS
Return
AMSC19
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ENCOMPASS | Workshop: Asset Mangement

Step 14.

Find the .PDF file. (e.g. AMDP2000 3343058 PDF ).

Click on the link and the report will open.

Expected Results: Depreciation Activity Report displays.

Fecplesore AN
Fepart 10: RORZOD0 DEFRECIATION ACTIVITY DETAIL Fege M. 1
Bus. umats 20050 - Avazter of Etata
Bosk: sT -- State of Ingtana Nastar Book
Puma -
From Tear 2008 Perloz 1 Thru Year 2008 Bariod 6
Gper Ut Dspt Progr Class 3ud Raf roduc Projact moident  Locality  Categ Zag Depr srior Depr Racat Tepr
asseT 1D Descrip Typa Asateions Transe eeira 01 Dapr
101 000 0.00 o.00 0.00
000000000200 1301 0.00 .00 0.00 0.00
101 0.00 0.00 000 0.00
000000000227 NELL » 0.00 o.00 .00 o.00
101 0.00 .00 .00 0.00
000000000225 Testing Bamic Add 0.00 .00 000 o.00
101 0.00 .00 .00 0.00
000000000330 Land for a New Gafeg .00 .00 .00 o.00
101 000 o.00 o.00 0.00
000000000275 thing 0.00 .00 .00 o.00
101 0.00 0.00 000 o.00
000000000377 TOON CODTER 6.00 .00 .00 o.00
101 000 0.00 o.00 .00
000000000316 Land 0.00 0.00 0.00 0.00
Total for  Cakag 01 0.00 .00 o.00 0.00
v.00 .00 0.00 0.00
301 0.00 .00 .00 28
000000000315 TestFoss 0.00 o.00 o.00 2z
301 000 a.00 a.00 ERT]
090000000331 TEST FOER 000 o.00 0.00 28
Total ror  cameg 301 0.0 0.00 o.00 e
0.00 0.00 0.00 w3
s101 0.00 .00 o.00 0.00
000000000307 Cap Leass Lans 000 .00 .00 0.00
Total for  Catsg s10L 0.00 o.00 000 0.0
0.00 0.00 000 o.00
9301 0.00 0.00 000 252,58
000000000308 _ Cap Leags Builaing 0.00 o.00 o.00 25353

AMSC20

Exercise complete.
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C

Navigation

¢ Exercise 3:

Asset Details by Location Report

Asset

Management >> Financial Reports >> Asset Details >> By Location

ENTAP Training

Add a New Value

Run Control ID: “Your initials”_ ASSET_DET_LOCATION

Asset Details Detailed Information

Unit: 00050
Book Name: State
From Fiscal Year: 2008
Period: 1
Thru Fiscal Year: 2008
Period: 1

Report Selection:

Choose the Inventory Rpt (Detail Version) report by selecting the
appropriate checkbox.
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ENCOMPASS | Workshop: Asset Mangement

Results

If your screen doesn’t reflect the one below, please notify the

instructor.
Report: AMDE4001 PeopleSoft Asset Management Page No.: 1
PHYSICAL INVENTORY LIST Report Date: 11412008
Business Unit: 00050 Report Time: 1:33:32PM
Asset Book: STATE
Asset. 000000000191 Class: 50305 Serial ID:
Description: 5 drawer lateral file Status: T Vendor Name:
Taq Number: S12MB Life: 84.00 Vendor ID:
Acauisition Date: 091312007 Category: OFFEQ
InServ.: 03/19/2007 Department: 219000
Quantity: 0.00 Project: 0SOPROJECTAM
Cost: 0.00 Modsl:
Replacement Cost 0.00 Location:
Profile: 50305 Manufacturer:
Asset 000000000192 Class: So807 Serial ID:
Description; 1979 Ford F250 Status: D Vendor Name:
Tag Number: YAHTZE12 Life: 168.00 Vendor ID:
Acquisition Date: 09/19/2007 Category: MREEQ
In Serv.: 09/18/2007 Department:
Quantity: 0.00 Project: 050PROJECTAM
Cost. 0.00 Model:
Replacement Cost. 0.00 Location:
Profile: 50807 Manufacturer:
AMSC21
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¢ Exercise 4:
Asset Management - SOIAMO006 Query

Start Exercise Step 1.

Navigate to the following menu path:

Reporting Tools >> Query >> Query Viewer

Expected Results: Query Viewer page displays.

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: Query Name ~ begins with

| Search | Advanced Search

AMSC22
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Query Viewer

ENCOMPASS |

Step 2.
Enter the following information:
Query Name: SOIAMO006

Click Add

Workshop: Asset Mangement

Expected Results: Query Search Results page displays.

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search Results

*Search By: Query Name -

Search I Advanced Search

*Folder View: — All Folders —

beqgins with SOIAMODE

C mize | Eind | View # First 2114 of 4 L) Last
s Run to Run fo Add to
Query Name Description Owner Folder WTML Excel Schedule Fiidritie
- . - AM - ASSET y
SOIAMODE Asset by Location Information Public MANAGEM HTML Excel Schedule Favorite
AMSC23
Step 3.
Click Excel

next to the SOIAMO006 query.

page displays.

Expected Results: New window opens and Query parameters

Business Unit:

View Results |

Q

Ass Tag Acq | Profile : : Seri )
M

AMSC24
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Step 4.

Enter or Select the following information:

Business Unit: 00050

Expected Results: Correct data entry.

Business Unit: poos0 Q)

View Results |

Step 5.

Click View Results )

Expected Results: Query displays.

1
2
2 [00050 (000000000191 5 drawer lateral file Transferred 9/19/2007 50305
| 4 [oooso 000000000256 AK Test Purchase In Service 10/11/2007 50129
5 [00050 000000000357 printing In Service 101 50112
& [00050 [000000000196 TEST PURCHASE Disposed 9/25/2007 50192
| 7 [oooso aooo0o000224 Land In Service 10/9/2007 10101
| 5 [oooso oo 2 Office Building © Transfered 10/9/2007 30101 N IR
9 (00050 000000000301 Righr of Way In Service 10/22/2007 10102
[ 10 [ooos0 In Service 10/2/2007
[0 '510123456 Test In Service 10/17/2007 10101
VIN12245678  |FORD 150 TRUCK 4WD In Service 10/12/2007 50501
0049GMIST WELL In Service 10/9/200715101
12121 Fish Hatchery Disposed 10/26/2007 30124
"100010101 Building - Office In Service 10/17/2007 30101
"1212121 INDOT Recycling Center In Service 10/29/2007 30101
"s232222323 2007 Teachers Union Building In Service 10/30/2007 30101
f1212 Fish Hatchery In Service 10125/2007 30124
fo00s0 JPS11111 Building - Office. Disposed | 101772007 30101
00050 YAHTZE12 1979 Ford F250 Disposed 9/19/2007 50807
fo00s0 677767 Land In Service 10/22/2007 10101
| 22 [ooos0 oo 12212 Fish Hatchery In Service 730124
23 (00050 '000000000349 11212112 Fish Hatchery In Service 10/25/2007 30124
24 [00050 000000000226 040SOS1 WELL In Service 10/9/2007 15101
| 25 00050 000000000300 050002 Hospital In Service | 10:22/2007 30111
| 26 [00050 000000000193 0570ZHH Office Equipment Transferred 9/26/2007 50199
27 (00050 000000000194 | 0S7OMEP Miscellaneous Office Equipment In Service 9/25/2007 50199
| 28 00050 000000000195 |0570ZH Test ZH Requisitin Disposed 9/26/2007 50199
| 29 (00050 [000000000197 | 7835209650 Audio Visual equipment In Service 9/26/2007 50199
20 [00050 (000000000198 7514077 1080p LCD HDTV Disposed /26/2007 50199

Exercise complete.

ENTAP Training
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¢ Exercise 5:
AMAS1100___ ASSET_CATEGORIES Query

Navigation
Reporting Tools >> Query >> Query Viewer

Query Parameters

SetID: STIND

Additional Instructions:

View Results

Click to find results.

Results

If your screen doesn’t reflect the one below, please notify the
instructor.

1
2 P
3 [STIND 'State of Indiana N Non Depr N |
| 4 |sTIND State of Indiana f51 Improvements to Land N Non Depr N
5 |STIND State of Indiana 61 ANTIQUES AND INEXHAUSTIBLE COL N Non Depr N
6 |STIND State of Indiana 201 Buildings N Depreciate N
7 |STIND State of Indiana 351 Improvements to Buildings N Depreciate N
| & |sTmnp State of Indiana fa1 Structures Other than Building N Depraciate N
| 9 |sTnD State of Indiana [a02 Docs and Dock N Depreciate N
10 [STIND State of Indiana 403 Harbors N Depreciate N
| 11 |sTIND State of Indiana fa04 Harbor Improvements N Depreciate N
12 |STIND State of Indiana 405 Harbor Mooring Cell N Depreciate N
13 [STIND State of Indiana 406 Harbor Mooring cell Impts N Depreciate N
| 12 |sTND State of Indiana fa51 Improvements to Structures N Depreciate N
| 15 |STIND State of Indiana 501 Office N Depreciate N
16 |STIND State of Indiana 502 Household, Kitchen and Laundry N Depreciate N
17 [STIND State of Indiana 503 Office Fumiture N Depreciate N
(18 [sTIND |State of Indiana 505 N Depreciate N
19 |STIND State of Indiana 506 Station Wagons and Carry Alls N Depreciate N
| 20 [sTnD State of Indiana f6o7 Pick-Up Trucks N Depreciate N
| 21 |sTIND State of Indiana 08 Medium and Heavy Trucks N Depreciate N
22 |STIND State of Indiana 509 Graders N Depreciate N
23 [STIND State of Indiana 510 Movers N Depreciate N
| 24 [sTIND State of Indiana 11 T N Depreciate N
25 |STIND State of Indiana 512 Snow Plows and Snow Equipment N Depreciate N X
| 26 |sTIND State of Indiana 613 c ion & Eng N Depreciate N
27 [STIND State of Indiana 514 Building and Plant N Depreciate N
28 [STIND State of Indiana 515 Manufacturing Equipment N Depreciate N
E STIND ‘State of Indiana f516 Design and Location Eng Equpmt N Depreciate N
[ 20 |sTIND State of Indiana 17 Engineering and Testing Equpmt N Depreciate N
AMSC27
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